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Viewing an Individual User’s Transcript 

1. After logging in to the LMS through BEACON, click the ADMIN tab and select USERS, 

 
 

2. Enter the user criteria and status. 

Then click SEARCH. 

 

3. The search results will appear.  Under OPTIONS, click the folder icon.  

  
 

4. The employee’s transcript will open.  You can toggle between the active, completed, and archived 

transcript. You can also print or export the transcript.   

 


